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Chapter 3
Non-Appropriated Fund Request for Personnel Actions

Chapter Overview

Introduction This chapter describes the Non-Appropriated Fund (NAF) Request for
Personnel Action (RPA) and the taskflow buttons to access unique NAF
Descriptive Data Fields (DDF)s.

Chapter Contents
Topic Page
Overview 1
NAF RPA 2
NAF RPA Navigation Lists (Army/Air Force) 2
Taskflow Buttons 5
History 5
Extra Information 7
Accessing the Extra Information Flexfields 8
Flexfields Used with All NAF Appointment 9
Actions
NAF NOAs 18
NOAs with Specific NAF Actions 20
Saving and Routing the RPA 21
Printing the RPA/NPA 28
See Also Module 3, Processing Requests for Personnel Actions Using the
Modern DCPDS.

Module 4, Staffing Using the Modern DCPDS

Before You The NAF RPA is similar to the Appropriated RPA. The NAF RPA is used
Begin for the Army DA Form 3434 and the Air Force Form 2545.
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NAF RPA

Purpose

NAF RPA
Navigation
Lists
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This section describes the NAF RPA. Army and Air Force have a separate
RPA Navigation List.

Army

Havigator - CIVDOD NAF HR Ma... (Sl B3

Req for NAF Personnel Action:

- Ragq for NAF Personnel Action
Appointment
- Change Actions
Military Status
SCD
Citizenship
Family Status
Hours
Extension
Hame Change
Non Pay
Pay Actions
Flace Person
Completion of Prob Period
Realignment
Return to Duty
Separation
Recruit and Fill
- Position Change
Posihion Number
MAFI Number
Occupational Code
Position Title
Tip Otfset
MNAF Cancellation/Correction

=] Al 1

Air Force

Navigator - CIVDOD NAF Person... [N B3

Req for NAF Personnel Aclion:

- Req for NAF Personnel Action
Appointment
- Change Actions

Military Status
SCD
Citizenship
Dependent Stalus
Guaranteed Hours
Retirement Plan

Extension

Insurance

Mame Change

MNon Pay

Pay Actions

Time Off Award

Place Person

Completion Of Prob Period

Realignment

Return to Duty

Separalion

Suspension

- Position Change

Position Mumber
Dccupational Code
Position Title
Tip Offset

Recruit and Fill

MAF Cancellation/Correction

-

#]=] #Jtad=| oo ]

Continued on next page
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NAF RPA, Continued

NAF RPA Page 1 of a NAF Army Appointment.

Continued on next page
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NAF RPA, Continued

NAF RPA
(Cont)

Continued on next page
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NAF RPA, Continued

Taskflow There are five Taskflow Buttons at the bottom of the NAF RPA: History,
Buttons Extra Information, Person, Position, and Others.

B Flequest for Personnel Action [NAF Ammy Appoimtment, Routing Group: CIVDODHER)

Al BROGERIEE. 2 2Requast Nurmber

3 For Additional Information Call {Full Name! Telephone Number 4Frop Eff Cate  ASAP
| S I_P— lJ; r

§ Action Requasted By (Full Name) Title Fequest Date

lB Action Authorized Bty (Full Name) i_'lle l Concurrence Date

~ PART B - For Preparation of Request for Personnel Action
1 Lasthama First Mame Middlla hama

2 Social Security Numbier 3 Dt of Birth A Effactive Date
~ FIRST ACTION SECOND ACTION
5-4 Code 55 Malura of Action b4 Code b5 Matura of Acfion
_> Histony | Extra Information | Person | Position I hers... ;
Taskflow <History>
BllttOIlS ® A oquest for Perzonnel Action - Routing History [Habmett, Dlivia Ann/Transfes In)

~— Action History i - R -
: Approvead | Il Authorizer  Appraver
Usar hame Full UserMame  Action Taken Approved | Reguester TPBrsnnnelisl Pewviewer

;lm AmourRalph K [NOT_ROUTED ® K R K R I
bt ] e e b I e
A e e e R e R o
bl et o r R e r
s ke o r b an r
e s R el LR e e
el g r b i e o
] el I gl e il I
T e e e e e e
]  pef i L ol T ey i B S pepih e o
REEE i

Continued on next page
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NAF RPA, Continued

Taskflow Buttons (continued)

<History> Use the bottom Scroll Bar to scroll to the right to continue viewing the history
(cont) information of the RPA.
B Flequest for Personnel Action - Routing History [Habsnett, Dlivia AnndT ranskes In}

— Bouling History - = - = — Dth
Dats Motfication

Usemame Groupkos Name Fiouting List Name Seq, Sent Fammily

;IAHMSTRGNC INAF A

2 Fequest for Personnel Action - Routing History [Nabimett, Dlivia AnndTransfes In)

— Other - - - - — -
First Second
Family Mame Mature of Action Mature of Action
;INAF Army Appointment A027 (Transter In

% Heguest for Personnel Action - Routing History [Habmett. Dlnaa Annd Transfes In]

Sacond
Mature of Action MNotepad

Continued on next page
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NAF RPA, Continued

Taskflow <Extra Information>: These are single occurring fields and store most of

Buttons (Cont)  the employee information. There are 19 NAF Extra Information Types for
Army and 20 for Air Force. You will only see the Types associated with the
NOA being processed.

The following Types display with an Army NAF Appointment.

 Extra PA Request Information (AFNAFTEST, Adeline J/Appointment)

Type

S Gov Payroll Type

NAF Employment Information

MNAF Tax Information

NAF Welfare to Work

NAF Appointment Other Pay Information
MAF Other Allowance Information

| MNAF Living Quariers Allowance Information
'+ | IMAF Perormance Information
#QIAF Pasition Fill Information

AR NAF Benehits Information

MAF Crizenship Information

| MNAF Military Reserve Information
'_I MAF Military Status Information
| MAF Retained Grade Information

S Government Retained Grade

Retirement Information

E, MNAF Shilt Salary Information
o |HAF WG Information
Datails
—P] i1

Continued on next page
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Taskflow The following Types display with an Air Force Appointment.
Buttons
(Continued) % Exlra PA Reguest Information [AFHMAFTEST, Adeline 1A ppoiniment]

Typs

AF NAF Benefits Information

MNAF Award Information

MNAF Employment Information

MNAF Tax Information

MNAF Weallare 1o Work

NAF Appointment Other Pay Information

MAF Other Allowance Information

'+ | [NAF Living Quarters Allowance Information
z‘_NhF Performance Information
MAF Position Fill Information

NAF Cilizenship Information

AF Insurance

MNAF Military Reserve Information
MNAF Military Status Information
MAF Retained Grade Information
US Government Retained Grade
| Fetirament Information

|| [NAF Shift Salary Information
NAF WGl Information

Cratails

Ll i

Accessing the Extra Information Flexfields

Step

Action

1

Place the Current Record Indicator next to Extra Information
Type. Example: US Gov Payroll Type.

Click Details. The US Gov Payroll Type Window displays.

Click the LOV and make a selection or type the information in the
data field. Click <OK>. Click <Save> and then return to the
Extra Information Window.

NAF: RPA

Continued on next page
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NAF RPA, Continued

Flexfields Used
with All NAF
Appointment
Actions

NAF: RPA

Use the above steps to access and view the remaining flexfields.
Examples:

US Gov Payroll Type:

xtia FA Heques! Information

Fayroll Type |

Clear Cancel | i 0K |

meeld}l

Motk

MAF Albemate and Europe
MNAF Aegula

Semi Monthly

| ’

End ok | Cancel |

Note: Army NAF uses only “NAF Alternate and Europe”. AF NAF uses
only “Alternate.”

NAF Employment Info:

B Extra PA Aequest Information

2

SCD Civ Severance .-—I
ey Emergency Essential Employes
Handicap Code (05 Mo Handicap <—
Fiacs and National Origin [E White. not of Hispani 4_
Ay Dual Appointment Code |

Sec Investigation Basis

Date Sec Invest Completed
Cheerseas Family Member Status |
Diete Disciplinans Act Expir I

AF NAF Dual SSaN il
L) (3

Note:
e Handicap Code auto-populates with the most common value. You
should review and change as required.
® Race and National Origin is a mandatory entry for Army NAF.

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

NAF Tax Info:

i Extra PA Aequest Information

al 2]

Fed Exemptions Claimed (wedy I ]
Fed Tex Stetus {
Fad Tax Effective Date
Fed TaxAdditional Amount
State Tax Examplians Claimed
State Tax Status
State Tax Effective Date
State Tax Addifional Amount
Local Tax Exemptians Claimed
Local Tax Status
Local Tax Effective Date
Local Tex Additional Amount _jﬂ

¥

Clear | Cancel | OK I

NAF Welfare to Work:

Extra PA Raguest Information

Walare ta Wark I_
b Fi| £

Clear | Canceal | ! OK I

AF Appointment Other Pay Info:

Exira PA Reguest Information

DEF -Imminent Danger Fay ? b=
DEP - 1DF Amount E
e

Fiecruiting Bonus Exp Date |

Facruiting Bonus ;

glear |  cancer | ok |

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

NAF Other Allowance Info:

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

NAF Living Quarters Allowance:

3 P4 Reguesl Informalion

'|I"""||"|||

FEE

i

i re

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

NAF Position Fill Info:

wtva PA Reguest Information

:
i I
2

-
-

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

NAF Citizenship:

Resernve Categan Iﬂl_._ Not Applicable .-:...I
Military: Fecall Stetus |7 Not Applicable |

Cralimn Duty Status. E "
Clear | Cancel ‘ t 0K I

NAF Military Status:

A Hequest Information

i Exiva P
il 2

Ot Batired fram Militar

Liniform Senvice Companent
Uniform Senvdce Dasign
ik

Fetired Grade
Ml Figtinermant Wyah Inc

Clear | Cancel I DK |

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

NAF Retained Grade:

Extia PA Request Information

Retained Grade T =1

Encl Diate

Retained Step or Rata
Betained Pay Plan
FRetained Pay Table ID

Retained Pay Basis ¥ |
3

Date From -‘-J
Dete To
Retninad Grade .

Fietained Step or Rata
Retaned Fay Flan
Fetainad Pay Table ID
Fetained Locality Percent

guer | comenr | [0k ]

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

Retirement Information:

= Extia PA Request Infoimation

'f.:iii ?I

SCD Retrement J
Retrement Paticipation Code I
Diate inelig Rt Expir ol

] E i b

Clear { Cancel ! DK |

NAF Shift Salary Information:

Second Shift Salary | -t

Third Shift Salary # I

Clear |  cancel | ok ]

NAF WGI Information:

Date Last Increase -
Date Due

LWWOF - Hesilinutes WGl
Flexible Days Worked

Fay Date y
Clear | Cancel 1 0K I

Continued on next page
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NAF RPA, Continued

Flexfields Used with All NAF Appointment Actions (continued)

AF NAF Benefits Info: (Air Force only)

401K/TSP Effective Date || =
TSP OptAlloc - G-Fund 5

TSP Opt Allac - F-Fund

TSP Dpt Alloc - G-Fund
401 (K TSF Totel Deferral Pt

TSP Whole Dollar Amount - j
¥

AF Insurance: (Air Force only)

Health Ins Elect Effec Ot ’ =
Health lns Elect Exp Dt :
AF Lite Plan

AF Health Flan

AF Class Code

Life Ins Elect Effec Ot

Life Ins Elect Exp Dt el
Clear I Cancel j ITI

Continued on next page
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NAF RPA, Continued

Taskflow <Person>: Displays the People Window. There are five Taskflow Buttons
Buttons (cont)  which can be used to view information only. To update these flexfields, refer
to:

e Module 1, Fundamentals of the Modern DCPDS
Chap 5, Updating and Viewing the Employee Record
e Module 9, Non-Appropriated Fund Actions Using the Modern
DCPDS
Chapter 4, Updating and Viewing Non-Appropriated Fund
Employee Records

<Position>: Displays the Position Window for viewing position data.
Refer to Module 2, Chapter 1, Building Positions for updating position data
and Chapter 2, Building a NAF Position in this module.

<Others>: N/A

NAF NOAs NAF Nature of Actions (NOAs) begin with the prefix A = Army or N = AF.
Action Army NOAs Air Force NOAs
Appoint- : iy C N e of ik
A Agpanimert (Canzurent] | NO12 Appointmart NTE
ment e MW:m‘LL“”’”TE— | HO15 Agpoinimert - Pubic Law 101508
BT NOTE Fisnstatement
AQ1G Reneinement | ; j
ADTE Appoiimert - Trandes o Funclon 1 M1 Appointmeri - Transder of Funclicn
02 Appainimen.- Sumnes HieNTE | N0 Appointmant - Summer Aid NTE
ATZ1 Transter I ; M1 Translerin
Al Reenphymert s N2 Appciniment - Student A NTE
Extension Code Nl o cten -
AlS? Est of T emporary Reszsigrment NTE L
Al vt o Apponiment Linied TenaeNTE ] Ext of T emporery Promehen NTE
ABY Emamdlmpgmmm_ i NS0 Esd of Temporary Reassignmert NTE
124 Estertian of Temporay Appt NTE | M032 Est of Temporary Appoinkment NTE
AR EstofMikay Lesva NTE___ ! 184 Extension of Fulough NTE
AlG Estension o Fuluph NTE !
NOII Pay ode Nahie of Action i
MG F HTE
085 FukugheMity NTE z 06! Fukouch —
I MOES Lw/OP-48/ orkeaz: Compendation
M52 Morpay Time Mot Prey Reconded in O

Continued on next page
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NAF NOAs (continued)

Action

Army NOAs

Air Force NOAs

Pay Actions

Espialioe aler)
Tem of Grade AeterkionD
Tem of Py Fstenkion-
Relenlion dlawanca NTE
Estenion of Retention Alowanca NTE
Expralion of Relenhon Alowance

g-iihn [rad Increase

4
PAdminizhative Pay Increass
Adminiztretree Pay Decrease

el Oty
ined Olfer

Place Person

| B

Change o Lower Pay Level
Temporary Reassgrmant HTE
Term of Temporary Rleassigrment
Corvession of Employmeni Catsgary

Fronmlicr
gunlahnlmﬁlado

Temporay PrometionNTE
Pashion Change - Reclass

DED

051

E2

0E3

E4 Change

% Temporary Reasagnment HTE
DET

DE3

0Ed

assigrment :
Temporary Promotion HTE
Pt

Change bo Lower Pay Band

End of Tempoany Promotion

End of Temporary Aeatsignment
Postion Change to Aetaned Grade

Separation
1
034
[ Sepaialion
(LR Famoyval
: i Resnaton Pebpe Law 101508
Separalion-T ransfer of Funchion eson
SapuratierFallag lo Acoert i Find 043 Pietirement-Woluntary
Separation-From Flasbls Appartment 045 Separation-Death
Separalion-Retrament 045 inati :
Separation-From Limited Terure Appointment 047 Teimination without Fraudics
Desth 043 Toansler Dut
Separalion
ResgnatiorPubkc Law 101508
| Tranzher Dut
| Separation-Public Law 101-508
Retirement N/A
Insurance N/A
Continued on next page
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NOAs with Specific NAF Actions

Army | Air Force
Navigation List NOA NOA Nature of Action
Code Code
Change Actions:
Military Status A070 NO070 Change in Military Status.
SCD A071 NO71 Change in Service Computation Date.
Citizenship A095 NO095 Change in Citizenship.
Dependent Status (AF Only) |N/A NO076 Change in Dependent Status.
Family Status (Army Only) A076 N/A Change in Family Member Status.
Guaranteed Hours (AF Only) [ N/A N895 Change in Guaranteed Hours.
Hours(Army Only) A782 N/A Change in Hours.
Name Change A072 NO072 Name Change.
Completion of Prob Period AO077 NO77 Completion of Probationary Period.
Realignment* A096 NO096 (Realignment of one employee).
Return to Duty A088 NO88 Return to Duty.
Recruit/Fill** A999 N999 Manager Initiated Personnel Action.
Position Changes:
Position Nbr A099 N099 Change in Position Number (CPCN).
NAFI Number (Army Only) | A097 N/A Change of Standard NAFI Number.
Occupational Code A094 N094 Change in Occupational Code.
Position Title A093 NO093 Change in Position Title.
Tip Offset A081 NOS1 Change in Tip Offset.

* Mass Realignment is under development.
** Currently all actions are initiated by the Personnel Office.

/.
1 Note: As you complete the Extra Information flexfields, Save the RPA to an

Inbox.

NAF: RPA
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Saving and Routing the RPA

Saving your
RPA

Routing the
Request for
Personnel
Action

NAF: RPA

Click the Save button on the Toolbar @ to save your RPA action.
Or

On the Main Menu Bar, click Action — Save.
Or

Click Action — Save and Proceed.
Or

Press F10 on the keyboard.

Once you have saved your RPA, a dialog box displays.
Decizion

Do wou wish to route the Bequest
for Fersannel Action now?

Cﬂn EEI | ﬂu | _, ............... Y Es ................

Click <Cancel> to stop the process and return to the RPA.
Or

Click <No> to save your action to this point and return to the RPA.
Or

Click <Yes> to display the Routing Window.

Continued on next page
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Saving and Routing the RPA, Continued

Routing
Window

NAF: RPA
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The Routing Window gives you several options for processing your RPA.
Select the correct option based on your role in the routing of your RPA.

Notes:

Routing B
Routing o
! Select Routing List
T Sl it Do e mm
1L e=dEIEmLL T =12l
P T
L Selecl .Iorouppox
@®:!Save and Hold in Personal Inbox
o n__ _i_a _ I IF s
Ll pddie rirk

™ Frint Motification

Frinter I

I~ Interim Approseal
[ Approwval
Cancel | | Ok I

e The application defaults to the Save and Hold in Personal Inbox

option.

e Some of the options in the Routing Window may be grayed out
based on your role and responsibility.

Continued on next page
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Saving and Routing the RPA, Continued

Routing Window (continued)

Routing To Region

Description/Function

Select Routing List

Click Select Routing List to display a Routing Lists
Window to allow you to select a predetermined
sequence of recipients. The listing defines the order in
which a personal inbox or groupbox receives the
workflow notification.

Find |KATE%

MNarme Default
=

KATE?

o o
Find | (8]:8 I Cancell

Click the correct routing list and click <OK> to
populate the data field on the Routing Window. Then
click <OK> on the Routing Window to route the
action.

NAF: RPA

Continued on next page
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Saving and Routing the RPA, Continued

Routing Window (continued)

NAF: RPA

Routing To Region

Description/Function

Select Person

Click Select Person to display a Routing People
Window to route the action with a listing of individuals
based on their role.

Select the correct individual to route the action too.
Click <OK> to populate the data field on the Routing
Window. Then click <OK> on the Routing Window to
route the action to the correct person.

Routing People

) ONC CK] ONG.DEE
BRISTERW HAVELEWEKIGREGORYP * * * |
CARVERE CARYEREBRAD * * * *
GIESONR GIBSON.BOB * * * *
HAVELC HAYEL CARLENE Y * * *
HAWKINGA HAWKINS ANTOINETTE * * * *
HOFFIANS HOFFMAN, SANDY * * * *
INMAN.] INMAN, JAN * * * *
KEDERW HAYELEWEKLGREGORY P
KRIESCHR KRIESCH ROGER: * * * *
IMCKNIGC MCKNIGHT,CAROLYN * * * *
IMCKNIGHC MCKNIGHT,CAROLYN * * * *
MCKNIGHT MCKNIGHT,CAROLYN * * * *
IMERCERK MERCERKATE * * * *
¥ J

o
Find Cancel

Continued on next page
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Saving and Routing the RPA, Continued

Routing Window (continued)

NAF: RPA

Routing To Region

Description/Function

Select Groupbox

Click the Select Groupbox to display Routing
Groupboxes Window. A groupbox contains a group of
people who share a common function in the RPA
process. The Groupbox could contain members of an
office, branch, workgroup, etc. Each Groupbox
member’s role is individually defined and may or may
not be identical to the roles of other Groupbox
members.

Routing Groupbozxes E
Find [
Disclau Mame

[5F APPROPRIATED RECORDS
I4F MAF RECORDS ONLY AF NAF Orly

AF Appropriated Records

IsF PERSOMMELISTS

IsF PERSOMMELISTS 40 OMLY

IWF PERSOMMELISTS Bk NAF OMLY
IsF PERSOMMELISTS 5t ONLY
Ca0 CAD/Transfers

AF PERSOMMELISTS

AF Perzonnelists 4L SOID Only
AF Bk MAF Records Only

AF Perzonnelists 5t SOID Only

CD4 DEVELOPERS CDA DEVELOPERS

ClvDODHR CIVDODHR

CPRS-DC CPS ‘washington

GHRWFADMIN “wéork Flow Admin

MAF SUPERVISORS MNAF SUPERVISORS

SAT SaT

SUPERYISORS Supervisors
GIPERSOMMEL Perzonnel Office Group Box

PrZ-PERSOMMEL PERSOMMEL OFFICE

T Pl
Find | Cancel |

Click the correct Groupbox for routing the action based
on its role in the RPA process. Click <OK> to populate
the data field on the Routing Window. Then click
<OK> on the Routing Window to route the action to
the correct Groupbox.

Continued on next page
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Saving and Routing the RPA, Continued

Routing Window (continued)

Routing To Region

Description/Function

Save and Hold in
Personal Inbox

4

Select this option if you have not finished working on
the RPA action and your Component has authorized use
of the Personal Inbox. The RPA will be saved in your
Civilian Inbox. You can then select and complete the
RPA action at a later time.

Click <OK> to save the RPA to your Civilian Inbox.
Notes:

e The system automatically defaults to the Save
and Hold in Personal Inbox option.

e You must save the action to your Inbox in
order to query the RPA from your Inbox after
the action has processed.

Update HR

4

You can select Update HR only if you have the
assigned role and responsibility of updating the modern
DCPDS database. This procedure will generate a
Notification of Personnel Action (NPA). The modern
DCPDS applies the RPA data to the appropriate
position and personnel records, replacing existing
information with the new information.

Clicking Update HR automatically places an “X” in the
Print Notification box if the effective date on the RPA
is current or a past date. You do not have to print a
Notification of Personnel Action at this time; therefore,
you can deselect the print option. You can print the
personnel action at a later time.

NAF activities and other users of NPAs with four-
character NOAs must deselect the Print Notification
box to get the action to print. It will default to your
printer on the effective date of the action.

Note: The modern DCPDS application does an edit
check on the RPA action when the Update HR option is
clicked, notifying you of corrections that need to be
made before any Update HR can occur.

Print Notification

Discussed in the next procedure of this chapter.

NAF: RPA

Continued on next page
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Saving and Routing the RPA, Continued

Routing Window (continued)

NAF: RPA

Routing To

Description/Function

Approval

g

Click the Approval box on the Routing Window if you
are assigned the role of Approver.

Note: As an Approver, you can submit the RPA to
Update HR, print the Notification for Personnel
Action, return the RPA to the initiator to make changes
and resubmit, or return the RPA to the Authorizer to
make changes and resubmit or to a personnelist to
finalize.

Interim Approval

The use of this function is dependent on Component
business rules.

<Cancel> Click <Cancel> to stop the process and return to the
RPA.
<OK> Click the <OK> button to process the action and

g

Update HR or to route the action to another inbox.

Note: Follow the instructions if an Error Message
Window displays on your screen.

Mod 9, Chap 3, page 27




Printing the RPA/NPA

Printing

Printing from
the Routing
Window

NAF: RPA

March 2002

There are several methods you can use to print the RPA or NPA.
1. On the Main Menu Bar click Action — Print.
2. Click the Print button on the Toolbar.
3. Print a Request for Personnel Action or a Notification of Personnel
Action from the Routing Window.

4. For the DoD Customized NOAs, use the Routing Window to deselect
the “X” in the Print Notification Window. It will default to the user’s

printer.

This print action is performed when you Update HR from the Routing

Window.

Routing To

Description/Function

Print Notification

Click the box next to Print Notification. The system
places an “X” in the box and the Printer data field is
highlighted.

Printer

Click in the Printer data ficld, a Printers Window
displays listing all the printers that the system
administrator has made available. Click the correct
printer and click <OK> to automatically populate the
printer data field.

Click <OK> on the Routing Window to print the

action.
ronteqs [

L1

hereld2hpd 16
=148_pll121ps
b111-p0126ps
b111_p0l126ps
b111_p0146ps
b111_p0l176ps
b111_p0435ps
123 _p00490s
lo1cBE3_p0354ps
c2e_pll177ps
dze pll179ps

dze pll180ps

H7Pa nNl8ln 2

<] ﬂ_‘
Find | Cancel |

Note: You cannot print a future action with a future
effective date.

Continued on next page
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Printing the RPA/NPA, Continued

Printing from e Click Action — Print on the Main Menu Bar or click the Print button

the Menu Bar on the Toolbar.

or the Toolbar ,  The printing Window displays. You have the option of printing the
Request for Personnel Action (RPA). The Notification of Personnel
Action (NPA) is grayed out until on or after the effective date of a
finalized personnel action.

e C(lick your selection based on the action you are completing.

Click the Printer data block to display a listing of printer options. Click
the correct printer and click <OK> to automatically populate the Printer
data field.

fPining |
Report
@ Reguest for Personnel Action

O Motification of Personnel Action

Printer |h111_pu14ﬁps

Cancel | 0K

e (lick <OK> on the Printing Window to print the action. A Note
Window displays with information about your printing request.
e C(Click <OK>.
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